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You will receive an email that you have received a new submittal package containing 
the approval documents and a Title Sheet for you to sign. 

 Click on the link to take you to the submittal page.

 

Click on the link 

 You will need to Acknowledge the transmittal you received on the incoming 
submittal page.

  

Must 
Acknowledge 
First 
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 Navigate to the ‘My Response’ tab

 Use the arrows to review attached documents

 

 

Arrows will 
expand each 
attached 
document 

Click to open Title Sheet to 
insert digital Signature 

 Click on the Title Sheet

 This should open the PDF file of the Title Sheet in Bluebeam

o If it does not automatically open then you will need to find it in your 
Download folder and open it from there.

 The signature field blocks should already be in the file, there is no need to create 
a block yourself. 
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Click the signature block where you need to put in your digital signature. Be sure that 
your signature has been correctly configured to match the one shown below. For 
instructions on how to configure your signature appearance, please see the Setting Up 
Default Title Sheet Signatures.docx job aid. 

Bluebeam Instructions

 Select the correct Digital ID on the Sign window

 Click OK

A window will pop up asking you to save the document – after you choose where you 
are going to save the document a security window will pop up

 On the security window that comes up enter your certificate password 

 Click Allow.

https://projectwiseconnector.azurewebsites.net/api/GetProcessGmailLink?code=zBBTVzTLoCXyxzYs/eme6FmqAnOnQBRHQHnNHl55aNpOS59HfWapQA==&timeout=3000&pwlink=pw://WAP04113.cov.virginia.gov:PW/Documents/D%7B05fdbd4a-d61d-49bd-924c-cfd81a8a5375%7D
https://projectwiseconnector.azurewebsites.net/api/GetProcessGmailLink?code=zBBTVzTLoCXyxzYs/eme6FmqAnOnQBRHQHnNHl55aNpOS59HfWapQA==&timeout=3000&pwlink=pw://WAP04113.cov.virginia.gov:PW/Documents/D%7B05fdbd4a-d61d-49bd-924c-cfd81a8a5375%7D
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Adobe Instructions

 Select your digital ID

 Click Continue

 Select your saved appearance from the drop down

 Enter your password

 Click Sign
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You may need to click the save button.  

In either case, overwrite the local copy of the file from ProjectWise. 
This should be the default save location when the Save window comes up. 
Then, you can then close the file, and check it back into ProjectWise. 
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 Return to the Transmittal page 

o Select Browse
o Find the signed title sheet in your download folder
o Pick the most recent one
o Click Open

 

Mark selected as Approved 

Browse and 
Attach Signed Title 
Sheet 

 When responding to a transmittal select all documents

 Click Mark Selected as Approved

 Send Responses


